Higher Command Words Workshop - Paper 1 

This workshop will focus on the following aspects:

	Focus 1:
	Assessment of “DESCRIBE” 

	Focus 2:
	Assessment of “DISCUSS”

	Focus 3:
	Assessment of “COMPARE”


Questions used for the above have been taken from the 2009 Higher diet.

	Describe
	2 marks per description:
1 for outline

1 for example or development

	Discuss
	1 mark per point within a discussion 

	Compare
	1 mark per complete statement of comparison


Instructions for markers:


· Markers are instructed to mark a            beside the text which they consider worthy of a point.
· With description questions, markers are instructed to look for 2 points for each description.
· With discuss questions, markers are instructed to read the whole answer and make a decision as to whether a discussion has or has not taken place.  If not, then only a maximum of half marks can be awarded.
Focus 1 - “Describe”
· Read through the question.

· Read through the 2 candidates’ scripts.

· Mark the 2 candidates’ scripts.

· Discuss both marking scheme and marks awarded with your group.

	2009 – Section 2, Qu 2c (i)

	

	Describe 2 methods of voting at meetings.           4 marks

	

	

	Ballot - a written vote - which is usually taken in secret

	

	Show of hands – where those eligible to vote say yes or no by raising their hand – public vote, not secret – voters may be intimidated to vote one way or another.

	

	Go into division – where those eligible to vote go to an allocated place eg one side of the room – often used in parliament 

	

	Casting vote taken by the Chairman – if there are an equal number of votes for and against a motion

	

	Proxy vote for people who cannot attend a meeting – a substitute person can be arranged to vote in their place

	

	Also accept postal vote …

	

	There is a maximum of one mark if method not named but candidate has given an outline of a method.


Candidate 1

Two methods of voting at meetings can be by the use of show of hands which allows everyone to see your vote but can also be done secretly by the use of a ballot. This is where votes are sealed in a box and counted.
Candidate 2

You can vote at a meeting by putting your hand up and someone counts the votes.  You could also write your vote on a bit of paper and then the bits of paper are counted.
	2009 – Section 2, Qu 2c (ii)
Describe 2 documents relating to a formal meeting.           4 marks
Notice of Meeting - Tells those eligible to attend the meeting where the meeting is to be held, the date and the time – often combined with an agenda – a set period of notice has to be given between issuing the Notice and the meeting. 

Agenda - An agenda is a list of the items which will be discussed – listed in the order of discussion – some of the items are called ‘standard items’

Chairperson’s Agenda - Separate agenda prepared for the chairperson – basically the same as a normal agenda with space on the right hand side for the chairperson to make notes as the meeting progresses

Minutes of Meeting - Minutes are the official record of the meeting – normally written in the past tense and third person – a record is not made of everything that was said at the meeting – minutes usually recorded in the same order as the items appear on the agenda.

Action Minutes - Action minutes do not record as much information as formal meetings – three key areas, what has to be done, who is responsible for doing it and when it has to be done by.


Candidate 1

Two documents relating to a formal meeting are minutes of a meeting and notice of meeting and agenda.  Minutes give a record of discussion and actions agreed, the chairperson would sign the minutes during the next meeting. The agenda provides a list of items to be discussed at the meeting.

Candidate 2

Two documents relating to a formal meeting are minutes of a meeting and a chairperson’s agenda.  Minutes are taken during the meeting, usually by the secretary, and then typed up later. They are a record of what was agreed.  The chairperson’s agenda is used by the chairperson during the meeting to ensure that all items are discussed in the order suggested.  It has space down the side for the chairperson to take notes.

Focus 2 - “Discuss”

· Read through the question.

· Read through the 2 candidates’ scripts.

· Mark the 2 candidates’ scripts.

· Discuss both marking scheme and marks awarded with your group.

	2009 – Section 1, Qu 5

Discuss the features of an effective team.             6 marks

Minimum of 2 features must be discussed. If only 1 feature discussed – max 5 marks.

Small teams are more cohesive eg Belbin states that 4-6 members are more effective. Small teams are more cohesive as they find it easier to meet regularly.

Important that all members of the team have a clear idea of what they are there to achieve.

Believe in their shared goals and objectives.

Should be able to support each other.

Clear procedures that are known to all members of the team.

Composed of people who have different skills and personality traits to contribute to the team dynamics.

The strengths and weaknesses within the team are balanced within the team.

A leader with an appropriate leadership style that suits the way the team works – good leadership

The longer they are together the more effective it is likely to be.

Ownership of projects …

Improved communication …

Improved decision making …

Improved problem solving skills …


Candidate 1

The features of an effective team is, allowing everyone to have a chance to say what they think. They should be able to listen to everyone’s opinions equally and treat them equally. They should have an effective team leader to make sure everything stays under control with no arguments. They should be able to work well together and get the work done that is meant to be done they should be able to take risks in an effective team which would give the company a competitive edge. Also because there is a group they should be ale to come up with a lot of good different ideas, so they have a better option to when it comes to deciding. They should also be able to make the right and best decisions that need to be made, which would also be faster than them working on their own.
Candidate 2
For a team to be effective the team members all have to have the same aims otherwise the members will all be doing different things to get their aims. Every member of the team needs to contribute to the tasks/jobs that have to be done, if this does not happen then one person may feel like they are doing all the work and their motivation will decrease as a result. So that one person is not left with all the work the jobs have to be delegated fairly between all team members this allows the team to know who is responsible for what and this makes it clear if everyone is not pulling their weight. For a team to be effective there needs to be a team leader so that if there is a problem within the team then members can come to them and they will try their best to sort it out. The team leader must then monitor all the tasks that are being done to make sure that they are being completed correctly and if a high standard for the deadlines, if this is found not to be the case then they must sort the problems this is so that everyone is aware what they are doing and when their deadlines are. All team members must want to be in the team and everyone should get along otherwise friction may be created within the team.  

Focus 3 - “Compare”
· Read through the question.

· Read through the 2 candidates’ scripts.

· Mark the 2 candidates’ scripts.

· Discuss both marking scheme and marks awarded with your group.

	2009 – Section 2, Qu 3 (d)

Compare web based and paper based sources of information in the organisation of a business trip.                                          4 marks

One mark is allocated for each complete statement of comparison.

Web based may be more up-to-date than paper based as it is difficult to constantly update a publication.

Web based can filter information to give you choice whereas with paper based this may take a long time to find the required information.

Web based information is accessible 24/7 – not all paper based information is available throughout the day.

Both web and paper based sources contain a wide variety of information to choose from.

Both web and paper based can be accessed anywhere – by using personal digital assistants, mobile phones and wireless technology as well as hard copies.

etc …

However 

With web based you do not always know the accuracy of the information …

With web based it is easy to get distracted …

With web based you can suffer from connection problems or equipment failure …




Candidate 1
Web based information is more economical than paper based and it is easier to store because its online. There are also a greater amount of sources online which provides a wider variety of information to be processed and used.
However, paper-based sources may be needed due to a lack of internet access or because there was a lack of reliable sources online.

Candidate 2

Hotel websites are more helpful than hotel brochures in the organisation of a business trip as the secretary can easily compare prices on different websites and use a search engine in order to find out exactly what is needed whereas using paper-based brochures she may have to phone the company. She could also see whether there are any vacancies at the time of the business trip whereas with brochures she would have to contact the organisation eg phone or write and this may take much longer to get a reply.  Paper-based maps may be more helpful than web-based maps eg google maps as you can easily mark out the route and use it as your are travelling eg f you are travelling by car, whereas a web based map cannot be accessed unless the employee has a portable internet source and printing may be costly. Paper based maps can be easily lost whereas web sources can be saved or bookmarked making it easy to find them again.
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